CO N T T
Hamhp v . L »»\1
Nﬁhmﬂ EN I Q....

Approved For Release 2002/06/27 :2IB-RE?78-04718A00200038001 1-8

Puilding Planning ¢ taff 30 Hovember 1955
Chief, ﬁmm Fanagexmant Staff

Review af ID/I Spece Requirements for Files for the Hew
Resdquarters Puilding

1. A review of the file space requirements for DI
offises listed in your memorendum of 9 September 1955 has
- besn completed. A summary of the recommended actions on
- the 20 sress reviewed is as follows:

. B« Approval 2
b. Redustion 5
¢. Increass 10
d. Treansferred 13,

Total office £ils space requested

(not ingluding transferrved ares) 20
Total office file apace recommended 23’6?0)
Het difference - 3010 sq., ft. inerease or 15?'15

2, Our recommendations with justifications end the
signed eoncurrence of the varlous office representatives
&re shown in Attachments 1 to 5 inclusive.

3. A major unresolved consideration in the file space
planning for ER, IR and CR of OCR and the Lsta Control »
Coordination area of ORE Ls the lack of ay system for control-~
ging or Hmiting file growth. Such aystems usually involve a

sut off* plan whigh will permit destruction or retirement of
mnesded or inactive meterial, or the use of microfils or other
media for reducing the bulk of the older meterial. OCH has

their expsnsion requirements on 2 5 year basis while

the Data Control Pranch of CRJ has used 7 years. However, unless

soRe &et:!.xm is taken to contaol this growth, these offices will be
faced with an expansion problem within a short time after ocoupy ~
ing the spsce they are now requesting.
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L. It is suggested thal this expansion problem either
be solved or mede a mattsr of record Yy recuesting a statement
from the respective offices setting forth thelr pluns for con-
tinuing operations after the § or 7 yesr period used in esti~
mating their space requirements.

Attachmenim
(1) 00 = Contact Liv.File Space LHequirements 25X1A9A
(2) OHZ Pile Cpace Reguirements
{(3) OHKE Mle ‘pace Hegquircments
(1) OBT File {pace Heguiraments
(8) OCR Pile fpesce ieguirements
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